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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Joanna Gonzales
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: Peggy Tang
	personnel date: 7/31/06
	PERCENT OF TIME: 
	activity: POSITION SUMMARY

Under direction of the Staff Services Manager I, the incumbent is responsible for a variety of complex analytical and administrative tasks.  The position is assigned under the functional supervision of the Chief, Environmental Water Quality and Estaurine Studies Branch, and serve as the EWQES Branch's lead person for budget preparation, program analysis, program control and contract preparation for the Branch's Cost Centers and 4 organizational sections.  The Branch's program budgets consist of federal and State reimbursable, and State Water Project funds.  The position is responsible for assisting the Branch Chief in committing about half of the budget through about 20 contracts or interagency agreements.  The budget and contract administration of the funding sources making up the Interagency Ecological Program (IEP) are particularly complex, requiring this position to 1) coordinate independently and extensively with the technical and administrative staff of the U.S. Geological Survey, the U.S. Bureau of Reclamation,  U.S. Fish and Wildlife Service, CALFED, the California Department of Fish and Game, and several academic participants in the IEP, and 2) budget and track expenditures simultaneously by State, Federal and calendar fiscal years.  These activities also require close coordination with the Division of Environmental Services' lead budget and contract analysts.

ESSENTIAL FUNCTIONS

This position requires the incumbent to 1) successfully organize, lead and coordinate the budgeting and contracting activities of technical staff of the Branch and the technical and administrative staff of 5 of IEP's participating agencies; 2) take independent action; 3) develop and maintain journey-level knowledge of the budget and contract procedures of the IEP's federal and State participants; 4) develop and evaluate alternatives; 5) effectively analyze and present information orally and in writing; 6) reason logically and make sound, creative decisions; 7) work in close cooperation with others; 8) maintain regular, consistent, and predictable attendance.  The specific essential functions are:

	classification: Associate Governmental Program Analyst
	appointee: 
	dwr position number: 0300-5393-BCP
	sap personnel no: 
	sap position number: 50026878
	division: Environmental Services/Admin & Program Control
	mcr: 1
	percent2: 35%
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	activity2: Under the guidance of the EWQES Branch Chief, responsible for budget and program control activities for the Branch, including 1) gathering funding and resource data from the Program Manager and Branch and Section Chiefs to determine program and organization needs for current and proposed budget years; 2) recommending allocation and reallocation of funding or other actions; 3) preparing the Branch's organizational and cost center budgets, developing schedules, and coordinating budget activities; 5) preparing Budget Change Proposals; 6) preparing of Preliminary and Final Program Component Statements; 7) preparing Program Cost Center Revisions and Program Work Order Assignments; 8) compiling input to service contract detail, out-of-state travel detail, Schedule 9-Supplementary Schedule of Equipment, and other documents; 9) reviewing budget detail for accuracy and overseeing or personally input of the budget into SAP; 10) assisting in preparation of responses to management, SWC or auditor budget questions; 11) assisting Program Managers monitor program budgets and expenditures; and 12) monitoring SAP system for changes in resource levels and resolve discrepancies.

Under the guidance of the EWQES Branch Chief, takes a lead role in reviewing the annual IEP workplan with the technical and administrative staff of US Bureau of Reclamation and Department of Fish and Game to implement appropriate cost sharing of the IEP and reconcile those obligations with the SAP budget plan.  Works closely with the technical and administrative staff of other IEP agency and academic participants to prepare needed interagency agreements and contracts to receive federal reimbursable funds and to distribute funds to agencies and contractors implementing the IEP workplan.  Prepares draft material for public entity agreements, interagency agreements, federal agreements, and departmental services authorizations.  Assists IEP program managers to determining contract language for reimbursable contracts and the availability of reimbursable authority to receive funding.  Oversees the documentation and tracking of expenditures associated with IEP cost share program.  Prepare Branch quarterly program reports for the Division Chief and IEP Coordinators.  Attends required IEP meetings.

Works closely with the EWQES Branch's project managers to prepare materials for contracts, Interagency Agreements, Direct Service Agreements, and Invitations for Bid.  Monitors status of contracts through the approval process and assists with resolution of problems.  Enters contract information into the Division's designated tracking spreadsheets.  Assists with invoicing issues for payable and reimbursable contracts and with resolving SAP related problems.  Tracks contract and program expenditures and matches expenditures to expected products and deliverables.  Creates contract requisitions and necessary changes to requisitions as required, and prepares funding strips. Partners with other DES Contract Analysts to manage and track contracts and balances for the Division.

Attends requested meetings for the Administration and Program Control Branch.  Acts for Division of Environmental Services' budget and contract analysts during their absences.


	percent 3: 
	activity3: SPECIAL REQUIREMENTS
The incumbent is expected to demonstrate the ability to: act independently, creatively solve problems, and participate as a team player in a team environment; the incumbent should be open-minded, flexible, and tactful.

	supervisor name: 
	employee name: 


